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Exercise 1.1: Create Position Vacancy Posting  PQ13 
 

Scenario 

You have been notified that the Museum Specialist position will be vacant effective 

tomorrow. Post the vacancy so that applications can be sent to Jeremy Ward. 

 

You will enter information on each of the subtypes (Description, Competencies and 

KSAs, Training, How to Apply). In your work place, you can copy the information from 

a file and paste to the BEACON SAP subtypes. 

 

Caution! On each of the subtypes only the first 16 lines of text display on the Website 

although BEACON will allow you to enter many more than 16 lines on the screen. Also, 

you must enter a space at the end of each of the 16 lines in order for the lines to display 

appropriately on the website. In addition, you should use no special characters and make 

sure that the Validity period for the posting (not the posting dates) has an end date of 

12/31/9999. 

Instructions 

Follow along with the Business Process Procedure (BPP) to complete the demonstration 

scenario in the system.  

 

1. Enter transaction code PQ13 in the Command field. 

2. Click  (in the upper left). 

3. Complete the following fields: 

 

Field Value 

Position Use the Museum Specialist position number from your datasheet  

Infotype status 1 for Active status 

Validity Use today’s date (this field will always default to today’s date) 

To 12/31/9999 (NOTE: This date is the date for the infotype, not 

the date the posting should end. The end date on this screen 

should always be 12/31/9999. 

Action Use the drop-down menu to select “Create a Vacancy Posting” 

 

4. Press Enter on the keyboard (or click the green check button  in the upper left part 

of the screen). NOTE: You should always Enter on a screen before executing or 

saving. 

5. Click  (Execute). 
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6. Complete the following fields: 

 

Field Value 

Subtype Verify that you are on the Description of Work subtype 

Description Open a new Internet Explorer window and access the website 

shown below.  

 

http://www.osp.state.nc.us/jobs/ 

 

Click the Job Seekers link. Choose any position and scroll to the 

Description of Work section. Highlight and copy (Ctl+C). 

 

Paste the information you copied in the text box of the subtype 

(Ctl+P). 

 

Keep the website open, because you will use it for the 

subsequent subtypes. 

 

7. Click  (Save). 

8. Complete the following fields: 

 

Field Value 

Subtype Verify that you are on the Competencies and KSAs subtype 

Description In the position you chose in the previous step, copy and paste the 

information in the Competencies and KSA text field. 

 

9. Click  (Save). 

10. Complete the following fields: 

Field Value 

Subtype Verify that you are on the Training and Experience subtype 

Description In the position you chose in the previous step, copy and paste the 

information in the Training and Experience text field. 

 

11. Click  (Save). 

  

http://www.osp.state.nc.us/jobs/
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12. Complete the following fields: 

 

Field Value 

Subtype Verify that you are on the How to Apply subtype 

Description In the position you chose in the previous step, copy and paste the 

information in the How to Apply text field. 

 

13. Click  (Save). 

14. Complete the following fields: 

 

Field Value 

Job Family Choose 90000009 from the matchcode drop-down list. 

 

15. Click the green check (copy) after selecting from the matchcode drop-down list. 

 

Contact Person Use the personnel number of the Jeremy Ward assigned to you 

from the Data Set. 

 

 

16. Press Enter or click . 

 

Vacancy Posting Dates For this exercise, use tomorrow’s date. In your work place, you 

will use the first date the position should be posted to the 

website. You should make sure you create the posting at least 30 

minutes prior to the website posting times. 

To Enter 1 month from tomorrow’s date for this exercise. In your 

work place, you will use the last date the position should be 

posted to the website. 

Hiring Range Use the same as the job classification. Hint: The range for the 

job classification is on the next line. 

To Use the same as the job classification 

 

17. Click . 

18. Click  (Save).  You will receive a message that reads “Infotype sequence updated 

in database. 

19. Click the Back button to return to the Easy Access screen. 

 

 

The Exercise is complete.  
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Exercise 1.2: View Vacancy Posting  ZOMR014 
 

Scenario 

You want to review the vacancy posting that was created for the Museum Specialist 

position. 

 

Instructions 

1. Enter transaction code ZOMR014 in the Command field. 

2. Click . 

3. Complete the following fields: 

 

Field Value 

Agency Leave blank for this exercise. You can select one or more in 

your work environment. 

Vacancy number Same as the position number 

Posting Date Same as the date you used for the posting 

Closing Date Same as the date you used for the posting 

 

4. Click . 

5. Click  (Execute).  

6. Observe that the address and telephone number did not display. That is because the 

position Address, subtype Mailing Address for the contact person has not been 

populated. In order for the information to display, the position will need to be 

modified (next exercise). 

 

 

NOTE: If you do not know the exact posting and closing date of the vacancy, you 

may enter a range of dates.  All postings within that range will display. 

 

 

The Exercise is complete. 
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Exercise 1.3: Update the Contact Information  PA20/PO13 
 

Scenario 

You realize the address and telephone number did not appear in the posting. You need to 

revise the contact person’s position so that the data appears when the position vacancy is 

posted again. 

 

For this exercise you will create a mailing address on the Address infotype. If the 

information displayed in the report but was incorrect, you would use the Copy function to 

make the correction. 

 

Instructions 

There are two parts to this Exercise. 

I. Find the position number for the Jeremy Ward assigned to you 

II. Revise the position address, subtype mailing address information 

 

Part I – Find the Position of the Contact Person 

1. Enter transaction code PA20 in the Command field. 

2. Click . 

3. In the Personnel No. field, enter the Personnel Number of the Jeremy Ward assigned 

to you from the Data Set. 

4. Press Enter. 

5. Highlight the Organizational Assignment infotype. 

6. Click . 

7. Write down the position number to which Jeremy is assigned (or Ctl+C to copy).  

8. Click the back button to return to the Easy Access screen. 

 

Part II – Revise the Contact Information 

1. Enter transaction code PO13 in the Command field. 

2. Click . 

3. Enter the position number that you found for the Jeremy assigned to you in the 

Position field. 

4. Enter. 
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5. Scroll to find and select the correct Address infotype . 

Caution! Do not select the infotype that says Mail Address which is immediately 

under the Address infotype. 

6. Click Create . 

7. Enter the Validity period: Today’s date until 12/31/9999. 

8. In the Subtype field, click . 

9. Select Mailing Address. 

10. Enter the following data: 

Field Value 

Street 3415 Bush 

PCode/City 27604 Raleigh 

Country USA 

Region NC 

Telephone no. 919-458-2504 

Fax no. You can enter the fax number; however keep in mind this does 

not publish. You have to enter the fax number in PQ13 on the 

“How to Apply” subtype. 

 

11. Click Save. The next time you create or modify a posting, the address and telephone 

number will appear when you view the posting. 
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Exercise 2.1: Maintain a Position Vacancy Posting – 

Extend Date  
PQ13 

 

Scenario 

Assume it has been three weeks since the original posting. The Agency did not receive 

enough qualified candidates for the Museum Specialist position vacancy that was posted.  

 

You have been asked to extend the vacancy posting for an additional 2 weeks (beyond 

the original close date).  

Instructions 

Follow along with the Business Process Procedure (BPP) to complete the demonstration 

scenario in the system.  

 

1. Enter transaction code PQ13 in the Command field 

2. Click .  

3. Use the data from your data sheet and complete the following fields: 

 

Field Value 

Position Use the same Museum Specialist position number from Exercise 

1.1 

Infotype status 1 for Active status 

Validity Today’s date (the same effective date as you used when the 

vacancy was created). 

to 12/31/9999 

Action 36 for maintain 

 

4. Click Enter from the keyboard or click . 

5. Click  (Execute). 

6. Click Exit  from the toolbar to move through the next four screens as there are no 

changes. 
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7. Complete the following fields: 

 

Field Value 

Vacancy Posting Dates Leave the original date in the first field. 

To Enter 2 weeks from the original end date 

 

8. Click Enter. 

9. Click Save. A pop-up appears indicating that the previous record will be deleted. 

10. Click Yes. 

11. You will receive a message that says “Infotype sequence updated in database.” 

12. Execute ZOMR014 to see the new posting. You should now see the address and 

telephone number in the posting. 

 

Additional steps—Extend Posting with Different Validity Period 

The steps in the next section are to provide you with the opportunity to see the effect 

when you use a different Validity date and the different message that you receive when 

you update using a different Validity (first screen) date.  

 

Revise the posting to add information to the How to Apply Subtype. 

 

Instructions 

1. Using the information that you have learned from previous exercises, enter the 

applicable transaction code. 

2. Enter the following data: 

 

Field Value 

Position Use the same Museum Specialist position number from Exercise 

1.1 

Infotype status 1 for Active status 

Validity Use a date 3 days from today 

to 12/31/9999 

Action 36 for maintain 

 

3. By-pass the subtypes until you get to How to Apply. 
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4. Enter the following: 

 

Field Value 

How to Apply Please do not send an email with your resume attached.  

 

5. Enter and Save. 

6. A pop-up message appears indicating that the previous record will be delimited.  

7. Click Yes. 

8. Run the report to view that only the current posting appears with your changes. 

As illustrated by the two examples, only the most current posting will appear. Also, the 

date you enter in the first field of the Validity period determines whether or not you get 

the delimit or delete message. 

 

Additional steps—Extend Posting with Different Posting Dates 

The next steps are to provide you with the opportunity to see how the posting dates affect 

the posting. Access the same position and: 

 Use the original date (when you first created the vacancy) in the Validity field 

 By-pass the subtypes 

 Posting date: 

o From: Enter one day after the current closing date 

o To:  Enter one week after the current closing date 

 Run the report. You will see that because only the current posting displays, the 

posting now does not include your original time periods. Therefore, if early in the 

posting process your intention was to extend the posting period, you lost several 

weeks of posting. On the other hand, if today was the last day of the posting and 

you wanted to extend it, using the above steps would accomplish your purpose. 

 

This exercise is complete. 
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Exercise 2.2: Maintain a Position Vacancy Posting – 

Change Job Family 
PQ13 

 

Scenario 

The vacancy posting for the Museum Specialist position was assigned to the wrong job 

family. Correct the posting to assign the correct job family. 

Instructions 

Follow along with the Business Process Procedure (BPP) to complete the demonstration 

scenario in the system.  

 

1. Enter the applicable transaction code. 

2. Use the data from your data sheet and complete the following fields: 

 

Field Value 

Position Use the same Museum Specialist position number from Exercise 

1.1 

Infotype status 1 for Active status 

Validity Use the Validity date of the original posting (in training, it was 

today’s date) 

To 12/31/9999 

Action 36 for maintain 

 

3. Enter. 

4. Click  (Execute). 

5. Click  from the toolbar to move through the next four screens as there are no 

changes. 
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6. Complete the following fields: 

 

Field Value 

Job Family Choose 90000008 from the matchcode drop down. 

 

7. Press Enter on the keyboard or click . 

8. Click  (Save).   

9. Click Yes. 

10. You will receive a message that says “Infotype sequence updated in database.” 

11. Return to the Easy Access screen. 

 

Question 

Answer the following questions. 

 

Question 1  

Assume you created a vacancy with posting dates of: 9/1/2008 – 9/30/2008. A decision 

was made on 9/15 to cancel the posting immediately. What end date would you put on 

the posting date?  

 

 

Question 2 

True or False: In the above question, you should also make sure you enter the same end 

date in the Validity field as you entered on the posting end date. 

 

 

 

This exercise is complete. 
 


